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The Financials menu is where program directors are able to submit, view, approve,
and upload or download financial reports. The standard financial reports included
within OnCorps Reports for program directors

re:

y Buc?ge.ts Submit Reports k
e Periodic Expense Reports (PER)

e Aggregate Financial Reports (AFR) View Reports 4
e Budget Modification Request (BMR) Approve Reports

e Program Income Report (PIR)

e In-Kind Other Upload/Download Files

Program directors may also have additional reports specific to their program.

Note: Many of the Financials reports require other reports to be submitted and
approved before they can be created. See the table below for more details.

Report(s) Prerequisite

PER, AFR, BMR A budget must be submitted and approved by state
commission staff.

AFR There must be at least one approved PER on file which has
not been used in a previously submitted Aggregate Financial
Report.

If you have questions regarding the appropriate content for each report, please
contact your state commission.

OnC
TRepons” =4

On task. On time. Online. 1



Hint: You can jump to any listed section below by clicking on that content item.
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Submit Reports

Financials > Submit Reports

All reports related to financial information for a program can be located under the
Financials menu. Through the Submit Reports submenu, it is possible to enter

the following standard reports:

e Budget

e Periodic Expense Report

e Aggregate Financial
Report

e Budget Modification
Request

e Program Income Report

e In-Kind Other

FINAMCIALS = | TIME TRACKING ~ | DIRECTORIES = | CALEN

Submit Reports
View Reports
Approve Reports

Upload/Download Files

Budget

Periodic Expense Report
Aggregate Financial Report
Budget Modification Request
Program Income Report

In-Kind Other

Program directors may also be asked to fill out additional reports specific to their
state or program. Some reports require that another report first be approved within
the system. Such prerequisites are noted within the instructions.
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Budget

Financials > Submit Reports > Budget
The budget is the first report that should be created, since many of the other
reports are dependent upon budget approval.

1. Select a Budget Period from the provided drop-down menu and click the
Choose button.

Budget

Select a Budget Period” | 3013-2014 Annual Budget Totals ¥ <:|

Note: The current status of a budget will be clear from the drop-down menu.
You will only be able to enter data for an unapproved budget. Once a budget is
approved, you can use the Budget Modification Request tool to enter data
changes for approval.

2. Enter budget line items into the appropriate fields.
3. Click the Calc Admin & Match (%) button at the bottom of the screen.

|:> Calc Admin & Match (%) Submit for Approval

4. Check the small boxes beneath the budget to ensure calculated values (left)
and amounts and percentages (right) for entered data are consistent with

your intent.
AmeriCorps Grantee CHNCS Budget 5.00
Funds Share 10% Budget .00
26%

1. Grant Amount {linked to budget abowve) 300 3.00 CHCS Admin <= 5
2. Expenditures to Date (Before this 0 [

Budget

Y¥TD Actual o
Crwerall Match =
Budget a )
¥TD Actual 0% (NO)

report)
3. Grant Balance Available {line 1 less
line 2}

$.00
$.00
4. Current Period Expenditures {linked .00
$.00
$.00

abowe}
5. Grant Balance Remaining

6. Amount of This Request [current
expenses)

W
e x|

Final Claim? Yez @ No B

5. Consult with your state commission regarding whether you need to change
the Final Claim? radio button to Yes before submitting.
a. If you wish to save the form and return to continue your work later,
click the Save button.

Calc Admin & Match (%) ( Submit for Approval
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b. If you wish to submit the budget to your State Commission staff for
approval, check the box by the disclaimer and click the Submit for
Approval button.

| | certify that the amounts shown abowve are accurate and are consistent with the
amounts approved by CHCS in my submitted grant proposal. All budgeted expenditures
are in accordance with generaly accepted accounting principles, OMB Circulars, and
CHCS grant guidelines.

Additional Comments:

Calc Admin & Match (%) Submit for Approval

Note: If the budget is rejected by the State Commission, a notice will appear on the
submitting Program Director’s home page and the form will be unlocked to allow
modifications.

A budget cannot be unlocked after the State Commission has approved it; if a
budget was approved in error, the program director will need to submit a Budget
Modification Request for correction.
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Periodic Expense Reports

Financials > Submit Reports > Periodic Expense Reports

Periodic expense reports allow program directors to track ongoing expenses against
budget line items. By default, these reports display as monthly periods within the
system, although some programs may require bi-monthly expense reports.

1. Select the budget period for which you wish to enter a PER from the drop
down menu, then click the Choose button.

Periodic Expense Report

Select a Budget Period: |_Jﬂnuary2014 Expense Report v |

Monthhy PER forms are only available after an annual budget is approved by your state Pregram Officer. If no monthly forms are available from the drop-down menu below,
please submit a current year program budget for approval.A notification will appear en your Notifications page once the approval is completed, then you will be able to select
and submit monthly PER forms frem the list below,

Current Expenditures
2. Enter your expenditure line items into the cncs Gpantee Grantee oy,

appropriate fields.

5.00
.00

a. If you would like to see the calculated total
and subtotal fields before submitting, click P P D 5.00
the Calc Admin & Match (%) button. P P 0 3.00

A 50.00  S0.00 @ S0.00 5.00
b. If you wish to leave the form and come back

to it later without submitting, click the Save button.
3. To submit your finalized report, check the disclaimer and click the Submit
for Approval button.
| certify that the amountz shown above are accurate and do not exceed the grant

award. All grant expenditures have been recorded and reported according to generalby
accepted accounting principles, OMB Circulars, & CNCS grant guidelines.

Additional Comments:

Calc Admin & Match (%) Submit for Approval

i)

Note: If your Periodic Expense Report is rejected by the State Commission, a
notice will appear on your home page and the form will be unlocked to allow
modifications.
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Aggregate Financial Report

Financials > Submit Reports > Aggregate Financial Reports

The Aggregate Financial Report tool is designed to aid Program Directors in
creating a consolidated cash and expenditure report for compliance with federal
regulations. It is required that an approved Budget and at least one approved
Periodic Expense Report exist in the system before creating an Aggregate
Financial Report.

1. Select the approved PERs which you wish to include in your Aggregate
Financial Report.

Aggregate Financial Report

Federal Instructions on How To Complete the FFR Note: A Periodic
Expense Report can
only be associated with

Create a New Aggregate Financial Report
Select the PERs that should be included as part of this report:

January 2014 Expense Report: submitted and spproved one Aggregate
February 2014 Expenze Report submitted and spproved Financial Report. It
New Aggregate Financial Report cannot be reused.

2. Click the New Aggregate Financial Report button.

3. A form will launch on-screen with all numerical figures populated according to
the data in the approved PERs used. Text directions are provided regarding
additional information solicited in each part.

4. Review and complete the form.

5. Enter any remarks or comments in one of the supplied text boxes.

a. If you wish to leave and return to edit or complete the form later, click
the Save button.

b. If you are satisfied with the completed form, click the Submit for
Approval button.

Director Comments:

Staff Comments

Cancel

Save Submit for Approval
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The Aggregate Financial Report automatically fills program and account information
from your program record located via Manager Records > Program Information.
In particular, the form uses the following fields from program information:

e Federal Grant Number e EIN number
e Recipient Organization Name e Recipient Account Number
and Address e Project/Grant Period

e DUNS number

Aggregate Financial Report

PERs included in the AFR:
January 2014 Expenss Report
Februany 2014 Expenss Report

AGGREGATE FIMANCIAL REFORT
(Foliow form Irstructions)

1. Federal Agency and Crganitzational Element io Yhich Repor ks Submiied 2. Federal Grant or Ofmer identling Numoer Assigned iy Federal Agency
I [T reman muRlple grants. uses RS ARachment)

3. Facinlent Organization [Name and CoMDlete 30aress Incluaing Zio oos)
Name: Mame Testing Service Official

Asar: WEET Testing Lane CRy- Minnzspolis st | Select One ¥ |z E.5.+:-5
43, DUNS umiper 40 EIN 5. Reciplent Acoount Numiber of identiing Number &. Repon Type 7. Ezsls of Accouniing
I— [T regor muklple grants, use FRR Afachment) Cammerl o
i SamkAnnuEl Acoruzl

Anmual

Final
5. Project{Grant Period From: (Monin, Dy, Year) Toc [Mongn, Dy, Year) 9. Reooriing Perkod End Dae

10172014 I I

Previous AFR's Tofal AFR's
10. Transactions Current AFR [Cumutzthe) [Curmuiathe)
{52 Ines 3-C for single or multiole grant reparting)
Fataral Cash (To report multipls grants, aiso use FFR Attachmant):
3. Cash Receipts 7 7 7
0. Czsh Dlsbursements 7 7 7
. C=sh on Hand (line 2 minus o) b 7 7
(Lise Inas oo far single grant reparting)
Fataral Expanditures and Unobiigatsd Batancs:
d. Total Federal funds utharkzed (CNCS iofal from apanved annual huogsh) W
& Fieoeral share of egendiunes (CNCS intal from spamved selecisd FERS) fra=s0 7 frasen
1 Fegeral snane of unligukdated coligations b 7 7
. Tiotal Fearal SEne (SUM O INEE & 3007 h&:' p IHEE':'
n Unodliganed Dalance of Federal Junds (Iine d minus g) |-| 18720 hm:. |1 18720
Raciplant Shara:
L Tioksl recliplent snane reguired (nan-CHCS dofal from aopraved annual budpet) ﬁ_w,:,:,
). Rieciplent share of expendRures (nan-CMCS fnisl from sgproved selecied FERS) fzamo 7 fiz470
k. Remalning reclplent share b e provided (Iine | minus ) fizozz0 fiz2700 fizozz0

Pro-gram Incoms:
L Total Fedaral program Income eamed

M. Program income gpendad IR 3000rdance Wiln he deduction akemate

n. Program Income epended IR 2co0rdance win he addRkn akemate

. Unegpended program income (line | mikus line m or 1ine A

=tlin=1l=yli=y
= = T T
= = e TN

Screenshot of Aggregate Financial Report form

Note: Once submitted, the Aggregate Financial Report cannot be edited. If there
is an error, the state commission must reject the report to unlock it.
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Budget Modification Request

Financials > Submit Reports > Budget Modification Request
In order to make changes to an approved program Budget, a Budget
Modification Request must be submitted to state commission staff.

1. Click the Request Budget Modification button.

Note: Only one Budget Modification Request Budget Modification Request
can be opened by a program at any time, but

“ou currenthy do ot have a Budget Medification Reguest in progress
it is possible to create as many Budget
. . To start 3 new Budget Medification Fleguest, click the button below.
Modification Requests over a program year as
needed. <:|

2. Enter the modified amounts into the appropriate line item and column fields
within the Modified Budget section of the budget table.

Current Budget

Moditied Budgst . AmountofChangs % Changs
Buapst itam - Grantss | Grantsain- i crantss | Grantssin- ~pupg STantss | Grantss g GTantss Grantss
CHC3 Cash wina Tots! CHC3 Cash wind Total CHCS| “Casn naana | 7O | CNCS Teaah | in-una | T
Program Opsrating Costs
A |Personnel B F100000 | §500000 | E000 \gr o0 friooo Eoon ] $6,200.00 - - - - | — -
Datans:
B |Frige Bewts F100.00 | 510000 IO gnam oo oo Roo 30000 — —_ — — —_— —
Deotalis:
C [Travel = = = = = =
Dotalis:

3. Click the Calculate Change Amount button at the bottom of the budget
table to see calculations based on your modifications in the Amount of
Change and % Change columns.

[ save W Suomitfor Approval_J  Discard Request Y Cancel |
| | | |

a b c d

a. If you wish to leave the form and return later to complete your entries,
click Save.

b. If you are satisfied with the Modified Budget Entries, click Submit for
Approval.

c. If you wish to entirely discard a saved Budget Modification Request,
click Discard Request.

d. If you wish to leave the form without saving an open request, click
Cancel.

Note: If a Budget Modification Request is rejected by the state commission, a notice
will appear on the Program Director’s home page and the form will be unlocked to
allow for modifications.
OnCorps =
Reporis™ a\k
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Program Income Report

Financials > Submit Reports > Program Income Report
The Program Income Report allows Program Directors to document sources of both
In-Kind as well as Cash income by various categories including:

1. Click the New Program Income Report button.

. Enter the name of the income source and amount
at the top of the form. Then select the source
type, income type, and inkind description (if applicable).

Program Income Report

Program Income Report

Name of Income Source Amount Source Type Income Type Inkind Description
Nons v MNonz ¥ None v
Program: Mams Testing Sarvice State & Program Year:|Demo | 2013-2014

Period Start Date: Pericd Ending:

Total Income for the Period:
Other Federal funds:
Local/Regional Govt:

Fee for Service/Program Income:

CHCS grant funds:
State Govt:
Nonprofit:

Business/Corporation:

Cash Total: Inkind Total:

Director Comments:

SETE SESTTTTR SEEE
Note: You only select an Inkind Description from the drop down menu if you
have selected Inkind as the Income Type. If the type is Cash, Inkind Description
should say "None” (this is the default).

3. Click the Add Income Source button.
4. Repeat steps 2 and 3 until all income sources display on screen. The fields
will populate according to totals from your Income Sources.

5. Enter any comments in the provided text box.
a. If you wish to leave this form and return to submit later, click Save.
b. If you are satisfied with the report, click Submit for Approval.
c. If you wish to leave the page without recording changes, click Cancel.

OnCorps
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In-Kind Other

Financials > Submit Reports > In-Kind Other
In-Kind Other refers to donated program goods and services, excluding site
supervisor time. Program Directors with questions regarding what qualifies should
contact their state commission. It is important for Program Directors to maintain
original receipts for donated goods and services in program records. The In-Kind
Other form tool is only intended as a convenient method to track information for
use in other financial reports, not as a complete documentation of In-Kind Other
data. Reports may be submitted by:

e Site Supervisors e Program Directors

e Regional Coordinators

1. Click the Add a New Other In-Kind Event to create a new report.

In-Kind Other

Add a Mew Other In-Hind Event <:

Name Date Estimated Value
Phil Lanthropist 01152014 50D

harity Givens 020172014

2. Enter the name of the in-kind donor, the date of the donation, an estimated
value for the goods or services, and a description in the appropriate fields.

Other In-Kind
In-Kind Donor: Diate: {mm/ddiyyyy) Estimated Value:

Other In-Kind Description

N/ =9

[ Carcal

3. If you would like to spell check your description, click the ABC button at the
bottom of the text field.

4. Click the Save button to save the report.

Note: It is possible to see all In-Kind Other reports as soon as they are saved
by users.
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View Reports

Financials > View Reports

It is possible to view any entered reports through the View reports menu, including:

FIMANCIALS = | TIME TRACKING * DIRECTORIES = | CALENDAR

e Current Budget

e Current Periodic Expense Reports
e Current Aggregate Financial Reports
e Current Program Income Reports
e In-Kind Other

e Abandoned and Unapproved PERs
e Supervisor In-Kind Hours Report

e Budget History

e Periodic Expense Report History

e Aggregate Financial Report History
e Program Income Report History

Program directors may also be able to view other custom financial
to their program through this menu.

Submit Reporis
View Reports
Approve Repons

UploadDownload Files

M 7.:e Toois 2
Current Budged

Curreni Pariodic Expanss Raponis

Currsnt Aggregads Finanolal Reports

Curreni Program Income Reporis
n¥ind Oher
Abandonsd and Unapproved FPERS

Supsndsor indind Hours Repord

Eudged History

Fericdls Expsnse Reporl History
Aggregais Finanolsl Repord History
Frogram Incomes Repord Hisdory

reports specific

Note: If you wish to fill out or submit financial reports, see the Financials >

Submit Reports menu.

OnCorps
Rep orrs
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Current Budget

Financials > View Reports > Current Budget

This submenu allows program directors to view current budgets within OnCorps
Reports.

1. Select a Budget Period from the drop down menu.
Current Budget

=

Sslect 2 Budget Period: | 20132014 Annual Budget Totals Submitted: 01/27/2014 Approved: 01/27/2014 ¥ | <:|

2. Click the Choose button. The selected budget will display on-screen.

me: Name Tesong Service
=] plicant: Name Tesong Service Official
Typs: (258 march)
“aar 2M3-2014

(550 4 e s I

udget Pened: 2043-2014 Annual Budger Tomls
s Currant Expanditures
Budgst ttem Grantss | Grantes in- Grantss  Grantss in- Grantss | Grantss Grantss Grantss
CHC% Cagh wng Total CHC% Caeh wng Total CHCS Caeh n-wng Total CHC3 Cczeh | in-wing Total
Program Opsrating Costs
4 |Personnel Exp §1,00000 | 500000 | S20000 (3520000
B |FrigeBenshs 510000 | §100.00 S10000 (330000
C | Trawvel

3. If you wish to save the budget, click Create PDF in the page tools.

Page Tools | @ Creale POF <:

4. A pop up window will alert you that a PDF has been created. Click the link to
download the PDF.

Current Periodic Expense Reports

Financials > View Reports > Current Periodic Expense Reports
This tool allows Program Directors to access all Periodic Expense Reports.
Current Periodic Expense Reports

=t Pariod: | January 2014 Expense Report Submitted: 01/31/2014 Approved: 02032014 ¥

1. Select a Budget Period from the provided drop down menu.i i
Note: The status of the report is noted by date in the menu.

2. Click the Choose button.

3. The selected PER will display onscreen.

4. If you wish to export the data or create a
PDF of the report, use the labeled page fagaoche,, §9h.Cracte EOC @ Expc
tools in the upper right corner of the screen.

OnCorps
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Current Aggregate Financial Reports

Financials > View Reports > Current Aggregate Financial Reports
This tool allows Program Directors to access all Aggregate Financial Reports.

Current Aggregate Financial Reports

Report Type Reporting Pericd End Date Submitted Submit Date Approved Approve Date
Quarterhy 120122013 e 02/04/2014 e 02/04/2014
1. Locate the Aggregate Financial Report you wish to view within the displayed

table.

Note: Only approved reports will be available on this screen.

2.
3.
5.

6.

Click the View button in the row of your selected Aggregate Financial Report.
The selected report will display onscreen. — <:|
If you wish to save the report, click Create PDF in

the page tools.

A pop up window will alert you that a PDF has been created. Click the link to
download the PDF.

Current Program Income Reports

Financials > View Reports > Current Program Income Reports
This tool allows program directors to access all Program Income Reports.

Current Program Income Reporis

Pericd Start Date Period Ending Submitted Submit Date Approved Approve Date
10425/2013 12/3002013 s 02/04/2014 No
1/1/2014 1/30v2014 e 02/03/2014 e 02/03/2014
1. Locate the Program Income Report you wish to view within the displayed
table.
2. Click the View button in the row of your selected Program Income Report.
3. The selected report will display onscreen. —— <:|
4. If you wish to save the report, click Create PDF in
the page tools.
5. A pop up window will alert you that a PDF has been created. Click the link to

download the PDF.

OnCorps %
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In-Kind Other

Financials > View Reports > In-Kind Other

This tool allows Program Directors to view all submitted In-Kind Other reports at a
glance, according to the user filing the report and monthly totals.

In-Kind Other

Director In-Kind COther

Director Name In-Kind Item Date Value Description

Freyds Heitz Phil Lanthropist (0171572014 | 500 Fhil Lanthropist donated 3 new tablet device to the program to facilitste of f-site work.
Freyds Heitz S's'ryﬁ'.'e's 0201/2014 |TED Cs= onation to help fund program gosls.

Month/Year Amount

February 2014 50

Janusry 2014 B500

Supervisor In-Kind Other

Supervisor Name In-Kind Item Date Value Description

Sarah Bellum Maoewell Moneybags 02001/2014 350 Cronation of professionsl services
Month/Year Amount

Februsny 2014 350

Note: Tables with multiple rows are sortable by clicking the bold column headers.

1. The selected report will display onscreen.
2. If you wish to save the report, click Create PDF in :

the page tools.

3. A pop up window will alert you that a PDF has been created. Click the link to
download the PDF.

OnCorps
Rep orts“" é&

On task. On nme Online.

15



Abandoned and Unapproved PERs

Financials > View Reports > Abandoned and Unapproved PERs

The Abandoned and Unapproved PERs allows Program Directors to view financial
reports (particularly Program Expense Reports) which have not yet been
approved by commission staff.

Note: This is important because Abandoned and Unapproved PERs calculate into
some totals for other forms within the site.

Abandoned and Unapproved PERs

Program Budget Period
Mame Testing Servics Budgst Modification Regues
Mama Testing S=rvice Diecember 2073 Expsnss Report

1. Locate the report you wish to view within the displayed table.
2. Click the View button in the row of your selected report.
3. The report will display onscreen. —— <:|
4. If you wish to save the report, click Create PDF in
the page tools.
5. A pop up window will alert you that a PDF has been created. Click the link to
download the PDF.

OnCorps %
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Supervisor In-Kind Hours Report

Financials > View Reports > Supervisor In-Kind Hours Report
The Filter Supervisor Timesheets tool allows you to view your supervisor’s
timesheets by period, supervisor, or timesheet status using the drop down menus.

Totals
Total Pending Approved
Hours  Amount Hours  Amount Hours  Amount
141 £3174.00 114 324532.00 27 £5675.00
Totals by Month
Total Pending Approved
Hours Amount Hours Amount Hours Amount
35 TS ] =0 27 5575
T 31788 T8 1788 d 50
] 713 ] 713 0 50
Total Pending Approved
Supervisor Service Site Hours Amount Hours Amount Hours Amount
Bellum, Sarsh Binayst Aklsm 20 32250 63 F1575 27 ETE
Lewiz, M=l F Csasz d= MNombras 51 524 51 5524 i =0
Supervisor Period Hours Wizge Amount Approved
Bellum, Sarsh 0216:2014 2282014 17 %25.00 542 Mo
Bellum, Sarsh 2001204 252014 2 525.00 £525.00 Mo m
Bellum, Sarsh 2014 2014 2 525.00 $675.00 e
Bellum, Sarsh 2014 3/15/2014 2 525.00 No m
L= =l F. oz 4 22014 25 322,00 $516.00 No

Note Tables W/th mult/ple rows are sortable by clicking the bold column headers.

1. The selected report will display onscreen.
a. If you wish to save the report, click Page Tools | @ Create PDF @ Export |
Create PDF in the page tools.

i. A pop up window will alert you that a PDF has been created.
ii. Click the link to download the PDF.

b. If you wish to export the data, click Export.
i. The report will load in a new screen.
ii. Use the toolbar at the top to export the data to the program of

your choice.
g4 4 |1 of2 P Pl ¢ Find | Next 14,7 ’L
Navigate between pages, for Search by Download the report Refresh
multi-page reports keyword. by file type. report.
OnCorps O
Reporrs
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Budget History

Financials > View Reports > Budget History
This submenu allows program directors to view any submitted Budget or Budget
Modification Request with the date approved and attendant comments.

Budget History

Program Budget Pericd Date Approved
Mame Testing Service 2012-2014 Annusl Budget Totals 2772014 [ Download |
Mame Testing Service Budget fication Reguest 200472014 EZ5h

1. Locate the report you wish to view within the displayed table.
2. Click the Download button in the row of your selected report.
3. The report will download as a PDF file.

Periodic Expense Reports History

Financials > View Reports > Periodic Expense Reports History
Program directors are able to view a record of any submitted and approved
Expense Report using this submenu tool.

Periodic Expense Report History

Program Budget Pericd

Marme Testing Sarvics December 2012 E m
Mame Testing Service J ry 2014 Ex [ Download |
Mams Testing Sarvice February 2014 Ex [ Download |
Mama Testing Servics January 2014 Expenss Report m

1. Locate the report you wish to view within the displayed table.
2. Click the Download button in the row of your selected report.
3. The report will download as a PDF file.

OnCorps
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Aggregate Financial Report History

Financials > View Reports > Aggregate Financial Report History

Program directors are able to view a record of all submitted and approved

Aggregate Financial Reports using this submenu tool.

Aggregate Financial Report History

Program Budget Period Status Date Approved POF Date

Mame Testing Sarvice delzted Approved 020472014
N ry 2013

Mame Testing Sarvice Febrany 2013 Approved 02082014 11:35:25 0200/ 2014
March 2013
April 2

Mames Testing Service May 2013 Approved 02082014 13:01:02 0208/ 2014
June 2012

Mame Testing Sarvice Approw =1 2062014 13:04:09 2000/ 2014

Mames Testing Service o Approw =0 20082014 ZZ 2008/ 2014

Mamsa Testing S=rvice 1= Rejzct=d 2008/ 2014
April 2

Mame Testing Sarvice May 2013 Rejected 02082014 12:01:02 020872014

1. Locate the report you wish to view within the displayed table.

2. Click the Download button in the row of your selected report.

3. The report will download as a PDF file.

Program Income Report History

Financials > View Reports > Program Income Report History

Program directors are able to view a record of any submitted and approved

Program Income Report using this submenu tool.
Program Income Report History

Program
Mame Testing Sarvice

Perigd Start Date Pericd Em:llng

MNama Testing Sarvice

Mame Testing Sarvice

1. Locate the report you wish to view within the displayed table.

2. Click the Download button in the row of your selected report.

3. The report will download as a PDF file.
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Upload/Download Files

Financials > Upload/Download Files

Program directors are able to upload files into the OnCorps Reports system for
later reference. This is a useful tool if your program keeps any paper reports or
documents of financial items. The tool and files available under Financials and
Reporting menus are the same (it is possible to navigate to this option in both
menus since some programs give Program Directors access to either one or the
other).

UploadiDownload Files
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= uploading a file, renams it and try sgain

: 'g-}-}d_fiIEl:lamE.pdf as opposad to "good file
Uplead a new File/Document:

Fi,&:|| Cheose File | M file chosen

Program:|Name Testing Service

Uploaded By:

Description: ! !
A

How to upload a new file

Click the Choose File button. A file explorer will automatically launch.
Choose the document which you wish to upload.

Enter your name into the Uploaded By text box.

Enter a Description into the provided field.

Click the Upload button.

nhLNE

Note: The text fields are important for tracking multiple uploads or drafts of
documents. Using a specific formula for naming documents over time is also
helpful.

OnCorps *
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UploadiDownload Files

When naming files that you intend to UPLOAD to owr system, make sure you don't use any "special characte the file name, such as: space hes, or any
char, ke — T SECE
If yo ng trouble upleading a file, rename it and try again.
Herz ample: “good_filename. pdf™ as opposed to "good file name % pdf™
Uploaded Files/Documents:
. Last Upload Uploaded S
Filename Uploaded By Date By Description
' o020t /=2 ful pcture. =
oaitei2014 =5 e ]

How to update a file
1. Find the file you wish to update, download, or delete in the displayed table.
2. Click the Update button.

Upload an existing Document [replacing they.jpagl:

F.le:|| Choose File | N file chosan

Uploaded By:
Explanst v | lowe "they” as 3 singula ~gEnders:
Description:
A
A
[ Cancel |

Click the Choose File button and select the replacement file.
Enter your name into the Uploaded By text box.

Review the Description; make any necessary changes.
Click the Upload button.

ouhw

How to download a file

1. Find the file you wish to update, download, or delete in the displayed table.
2. Click the Download button.

3. Save the document to the location you wish on your computer.

How to delete a file

1. Find the file you wish to update, download, or delete in the displayed table.
2. Click the Delete button or the red X button.
3. Confirm in the pop up screen that you wish to permanently delete the chosen

file by clicking the OK button. The page at https://secure.oncorpsreports.co...

Are you sure you want to delete this item?

This action cannot be undonel! ! !
oncorps y k Cancel
Reports™ =
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